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TOTAL EXPERIENCE: 5Years& 6 months

HUMAN RESOURCES
Jan’2011- Present 
  Novelty Clothing Pvt Ltd, Cochin 
Senior HR Officer-Generalist
· Coordination of HR development activities and Human Resource Planning.

· Provide inputs for implementation and execution of human resource policies, processes and procedures.  
· Conduct Recruitment process, joining and exit procedures, Training &Development programmes.  
· Maintaining employee personal records and data base management
· Handling leaves and attendance management.

· Preparing compensation & benefits like Payroll Management, Incentive, Bonus and Statutory measures like P.F, E.S.I, O.T calculations etc.

· Dealing with statutory compliances and ensuring timely submission of PF,ESI and other statutory returns on monthly basis, maintaining all statutory records and handling all statutory related grievances
· Performance Management and conducting periodical performance appraisal of employees.

· Assisted in developing and implementing KPA&KPI of all senior level Managers
· Preparation of employee cost analysis,HR Budgeting, and implementation of new salary scale with grade.
· Employee engagement activities by facilitating and supporting the best human resource practices and developing a healthy, high performance learning culture of employee participation.
· Served as point of contact for both employees and management on all personnel matters and maintaining positive employee relations and implementation of welfare activities.
· Handle employee grievances in prompt time and General administration in consent of HR Manager
· Played a key role in maintaining cordial and effective working relationship with internal departments as well as government officials dealing with the company.
· Coordinating the PRM activities including,REP,SEP and charity works of the company 
· Overall 5 years of gamut experience in the core HR Generalist area.
Aug’2009-Dec’2010  
 Canaan Marines, Cochin
                                           HR Executive-Generalist
· Handled the entire recruitment process, Joining formalities and exit procedures of the organization.
· Provided Induction training for the employees and Organized Training & Development programme
· Maintaining employee personal records and data base management.
· Handled leaves and attendance management.

· Prepared Compensation & benefits like Payroll processing, P.F, E.S.I, O.T calculations etc.
· Ensured timely submission of PF, ESI and other statutory returns on monthly bases.
· Conducted periodical performance appraisal of employees.
· Provided HR support for employee grievances and maintainined positive employee relations.
· Acted as liaison with the statutory departments.
PRIOR EXPERIENCE OUTSIDE HR INDUSTRY:

April’2009- May’2009 Bharat Petroleum Corporation Pvt Ltd, Cochin   Management Trainee

·  Conducted Market survey among the customers and distributors of BPCL throughout the state to analyze out the Market share for petroleum products in Kerala with its competitors. 
CERTIFICATION

Undergone Professional Training – Certified Human Resource Management Professional (C.H.R.M.P)
PROJECT INTERNSHIP
· Undergone Organization Study at Hindustan Organic Chemicals Ltd.

· Conducted a survey study on women empowerment.

· Conducted a survey study on Social Awareness Program (SAP) focusing charitable institutions.

EDUCATIONAL QUALIFICATION
·  MBA with dual specialization in both Marketing and HR from Mar Athanasios College affiliated to MG University, Kerala
· B.Com from Christ College, Bangalore affiliated to Bangalore University

COMPUTER SKILLS
	Applications
	Operating System

	TALLY  6.3&7.2, MS Office, Advance Excel
	Windows 98, Windows XP




PERSONALITY TRAITS

· Coordination & Time Management

· Confident & optimistic.

· Good Team Player 

· Ability to deal with people diplomatically
PERSONAL DETAILS
· DATE OF BIRTH  : 03rd August 1985

· PASSPORT  NO    : H4167547
· Visa Status
      : On Visit Visa 
